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LAOIS AND OFFALY EDUCATION AND TRAINING BOARD

DEPUTY PRINCIPAL

JOB DESCRIPTION

Portlaoise College is a dual site made up of a Secondary School with 646 students and Portlaoise Institute of Further Education (PLC) with 299 students.   
Job Title: 


Deputy Principal, Laois and Offaly ETB
Purpose of Job: 
To be responsible under the Principal Teacher for the leadership, management, and teaching and learning and the organisation of Portlaoise College
Responsible to: 
Chief Executive, Director of Schools, Principal and to Laois and Offaly Education and Training Board
Remuneration:
Remuneration for this post is in line with all Department of Education and Skills relevant Circular Letters. 

Teaching Hours:
To engage in teaching the number of hours per session specified as per the regulations of the Department of Education and Skills 

Functional Relationships:

1 Partners in Education - Staff, Parents, and Students, Adult  Learners
2 Chief Executive, Director of Schools, and Administrative staff of Laois and Offaly ETB

3 Portlaoise College Board of Management 

4 Senior Management team of Portlaoise College
5 Department of Education and Skills
6 Parents’ Association
7 Other external agencies 

8 The community of Portlaoise
Key Functions:-

The Deputy Principal will, as required: 

a) Assist and advise the Board of Management /ETB/CE with the development of strategic and annual plans/Strategy Statements
b) Assist and advise the Board of Management on policy, professional, financial and administrative matters 

c) Implement the policies and decisions of the Education and Training Board, the Board of Management, the Minister and the Department of Education and Skills 

d) Comply with all relevant statutes and regulations 

Key Areas
The Deputy Principal, in collaboration with the Principal, shall have responsibility for the following key domains:
Leading the development of the Characteristic Spirit of Portlaoise College within an ETB environment
The brief includes:

· Assist in the ongoing development of a School community spirit within the traditions of Portlaoise College
· Assist the Principal in leading the staff in relation to understanding the characteristic spirit of the School
· Promote an atmosphere of inclusion and equality of opportunity within the School
Leading Teaching & Learning
The brief includes: 

· Assist the Principal in developing a school environment which is supportive of learning and high achievement among the students
· Develop and provide appropriate learning and curriculum programmes and methods of instruction that meet the needs of all students in the School and timetabling to support them
· Promote effective teaching and learning practices across the School
· Assist the Principal in supporting the monitoring and evaluation of teaching and learning across the School and contribute to self-evaluation and the development of improvement plans
Leading School Development 

The brief includes: 

· Assist the Principal in the re-evaluation of the purpose, objectives and activities in line with Self-Evaluation Guidelines from the Department of Education and Skills Inspectorate
· Assist the Principal in developing the education aims and objectives of the School and devising strategies to achieve them
· Assist the Principal in co-ordinating the plans and policies for approval by the Board of Management
Leading People & Teams 

The brief includes: 

· Develop a good working relationship with the Principal/teaching staff and ancillary staff
· Treat all staff with respect and develop positive relationships
· Assist the Principal in promoting ongoing staff development and in-service and in the identification of the staffing needs of the School – i.e. teaching and support staff
· Co-ordinate Staff Development and organise Staff Days
Communication 

The brief includes: 

· Develop and maintain effective communication systems with pupils, staff, parents, adult learners and the wider community
· Communicate with students, staff and parents, adult learners in a positive, friendly and professional manner
· Implement the Code of Behaviour and all policies with an understanding of their rationale
· Engage with other schools within Laois Offaly ETB in a collaborative manner

Organisational Management and Administrative Skills 
The brief includes: 

· Assist the Principal in the day to day management of the school, including the planning and overseeing of the daily time tabling of classes
· Assist the Principal in matters of student discipline, in the promotion of good order and general supervision between classes

· Be responsible for the roster of absent teachers and the implementation of and monitoring of the Supervision and Substitution Scheme

· Establish and maintain effective data management systems such as student records, teacher records, attendance, purchasing procedures and timetables

· Assist the Principal with break time and lunch time supervision

· Assist the Principal with morning supervision prior to school opening

· Assist the Principal at and being available for the duration of the State Examinations in June

· Prepare a summary of results of the State Examinations for the Board of Management

· Assist at open days and nights and award nights

· Assist with the enrolment/assessment of the First Year Cohort

· Assist in ensuring the security of the school building and safe keeping of property

· Conduct the ordinary activities of correspondence, making reports and returns of information as required by the Department of Education and the Board of Management and ensuring that arrangements are made for dealing with such administrative matters during vacation periods

· Comply with the lawful orders of the ETB/CE/BOM, with the rules and requirements of the Minister for Education & Skills and Laois and Offaly ETB

Self-Awareness and Self-Management 

The brief includes:

· Appreciate the importance of the Principal/Deputy Principal relationship, the relationship with other members of the School community and the importance and overall impact of effective working relationships
· Set a good standard of professional interactions and ensure professional relationship boundaries are in place
· Be aware of his/her skill set and be willing to seek help and advice when required
· Display a commitment to his/her own personal and professional development
· Uphold professional integrity at all times, e.g. discretion, confidentiality, loyalty and trust
The Job Description is subject to change. If it is necessary to make any changes, you will be notified in advance and these will be discussed with you.  
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LAOIS AND OFFALY EDUCATION AND TRAINING BOARD

DEPUTY PRINCIPAL PORTLAOISE COLLEGE
PERSON SPECIFICATION

	Qualifications/Experience

Candidates must hold qualifications recognised by the Department of Education and Skills for the purpose of appointment as teachers in post-primary schools.  Candidates must have a minimum of five years’ whole-time satisfactory teaching service or its equivalent and will be expected to have a capacity for, and suitable experience in, the area of school management.  Candidates must be registered with the Teaching Council. 

	Essential Skills and Qualities
The successful candidate must possess and demonstrate the following attributes: 

· strong leadership and management skills
· a progressive approach to student assessment
· a strong commitment to, and interest in, the Irish language, Irish culture as well as an understanding of Irish-medium education

· a strong commitment to excellence in education
· a vision that is inclusive and empowering
· strong, flexible planning and organisation skills
· a leader in teaching and learning
· an energy to deliver relevant, flexible programmes that effectively meet student needs
· a capacity to lead and motivate staff
· a progressive approach to the place of ICT in teaching and learning
· high expectations for academic and pastoral outcomes within a positive Wellbeing environment
· excellent interpersonal and motivational skills and the ability to communicate clearly, in writing and orally with staff, students, parents, and the overall School
· show commitment to continuous and ongoing personal professional development

· have the ability to create and maintain a safe, orderly, positive, and effective learning and working environment


	Core Competencies Required:

· Leader – Teaching and Learning

Understands that high quality teaching and learning is the core business of a School and demonstrates the skills to act as an instructional leader.

· Leader – School Development 

Demonstrates the ability to take a broad and long term view of the needs of the School purpose and objectives.

· Leader – People and Teams

Demonstrates the willingness and ability to develop individuals and teams throughout the School community and delegate leadership within those teams and individuals.

· Communication

The capacity to clearly articulate views, opinions and attitudes through effective and appropriate and empathic interaction with all stakeholders in a variety of situations and contexts.

· Organisational Management and Administrative Skills 
Uses a range of resources, supports and processes to ensure the effective and efficient running of the School
· Self-Awareness and Self-Management

Is self-aware and has the capacity to self-manage and develop personally and professionally.
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